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BECOME AN ELF 
 
Just in time for Xmas – you too can 
be an elf.  Go to www.officemax.com 
and then look in the Top Links section 
on the left side of the page and click 
the Elf yourself link.  It will take you 
to their Elfyourself page where you 
can upload photos of up to 4 persons, 
insert their heads onto animated elves, 
and send it out as a holiday e-card.  
Even if you don’t use Elfyourself, it’s 
worth a visit to the website to see the 
example. 
 

 
 
 

SAVE RECEIPTS 
WITHOUT USING PAPER 

 
When you order something online, 
you probably print the receipt, adding 
to the unnecessary paper cluttering up 
your paperless office.  What a joke, 
particularly considering that you’re 
usually emailed another receipt. 
 
Here’s an alternative. 
 
Instead of printing the receipt 
displayed on the webpage after you 
complete a transaction, print the 
receipt as a .pdf file and save it to a 
folder named “receipts” in My 
Documents. 

 
Here are step-by-step instructions. 
 
1. Open My Documents, and right 

click on some white space.  Click 
New, then click Folder, and then 
give the new folder a distinctive 
name, such as “Receipts” or 
“Receipts from Online Purchases”. 

 
2. Use one of the free PDF file 

creators or buy one of pdf creator 
programs with more options.  In 
either case, the pdf file creator will 
give you an additional printer that 
is displayed whenever you print 
something. 

 
Two sources for free pdf file 
creators are: 
 
http://sourceforge.net/projects/pdfc
reator/ 
 
http://www.pdf995.com/download.
html (download both the printer 
driver and the converter) 

 
3. Whenever you want to print an 

online receipt, just select the pdf 
creator as your printer and when 
asked where to save the file, save it 
to the receipts folder you created.  
Voila!  No more paper receipts. 

 

 
 
 

CUSTOMIZED TOOLBARS 
 
Have you taken a close look at all of 
the buttons on the toolbars of various 
programs?  There are many which you 
probably never use and just take up 
space, and you may have wished for 
other buttons that aren’t there.   
 
Did you know that many toolbars can 
be customized to suit your 

preferences?  So why don’t you do 
something about it? 
 
Let’s use Microsoft Word as an 
example.  To you see the row of 
buttons just below the menubar (above 
the document viewing pane)?  Right-
click anywhere on this bar, and then 
click on customize at the bottom of 
the submenu that is displayed.  The 
Customize window is displayed.  In 
the left pane are categories, such as 
File, Edit, Macros, etc.  If you click on 
one of these the right pane will display 
the buttons in that category.  You can 
place any of these buttons onto the 
toolbar. 
 
Exercise:  Place a button on the 
toolbar that will bring up the page 
setup screen. 
 
4. Bring up the customize window. 
5. Click on File in the left pane. 
6. Scroll down the right  pane until 

you see page setup. 
7. Click on the page setup icon in the 

right pane, drag it to the toolbar, 
and release the mouse button. 

8. VOILA!  You now have a page 
setup button. 

 
Next, let’s move the button to a 
different location on the toolbar. 
 
1. Click on the new page setup 

button that you put onto the 
toolbar and drag it to the left or 
right – a vertical bar will indicate 
where the button will be places 
when you release the mouse 
button. 

2. Release the mouse button. 
 
Simple isn’t it? 
 
Now let’s get rid of some of those 
buttons you have never used and don’t 
think you ever will use. 
 
1. Just click on a button you want to 

remove, drag it off of the toolbar, 
and release the mouse button. 

 
Oh – remember that you can only add, 
move, and remove buttons from the 



toolbar when the customize window 
is displayed. 
 
And a word of caution – don’t get 
carried away with the button thing.  
I know one person who had 5 rows of 
buttons on his Excel worksheets – so 
many that there was almost no room to 
actually see the spreadsheet. 
 
Many programs can be customized 
this way, but not all, in fact probably 
not even a majority.  But for those that 
are customizable, life with the 
computer can be easier. 
 
 

WHAT ARE  
TEMPORARY FILES? 

 
A good friend recently asked me why 
MS Word is trying to open one of her 
documents in Cyrillic.  When I looked 
at the language choices, almost every 
known language except English was 
available.  I then looked at the file’s 
name and noticed that it started with a 
tilde (~).  That was the clue that solved 
the puzzle - it was a temporary file.  I 
deleted the temporary file and found 
the real document, which opened in 
English.  But why was it there? 
 
In most programs, when you work on 
a data file, you are working on a 
temporary file, which you can then 
save or discard.  Here are some 
examples. 
 
You start a new document in 
OpenOfficeWriter or Word, or 
perhaps a spreadsheet in 
OpenOfficeCalc or Excel.  The 
program creates the new document as 
a temporary file.  The temporary 
document is automatically assigned a 
random name starting with a tilde (~).  
At some time you save the document, 
in which case the temp file is given a 
filename that you assign to it.  When 
you close the document or exit the 
program, the temp file is deleted from 
your hard drive.  It’s like writing 
something on a piece of paper, but you 
haven’t filed it yet.  When you file it 
or discard it, it gets taken off of your 
desk.  But if you forget about it, then it 
continues to clutter up your desk. 
 
If you open an existing document, 
then a temp file is created with the 
same name as the document except 

with the addition of a tilde as the first 
character.  For example, if you open a 
file named twotoneshoes.doc and then 
look in the folder, you will also see a 
file named ~twotoneshoes.doc.  It’s 
like going to your file cabinet, making 
a copy of a document, replacing the 
original document in the file and 
working on the copy.  You can then 
either save the copy (temporary file on 
a computer) by taking the original out 
of the file cabinet and replacing it with 
the copy that you have changed, or 
you can decide to discard the changes 
and not replace the original 
copy…OR…you can forget about it 
and leave it on your desk. 
 
So why does your computer forget to 
delete the temp files?  If the program 
hangs and is shut down (either by 
clicking on an End-Program or 
sometimes without even being asked) 
the temp file(s) are not deleted.  Sort 
of like just walking away from your 
desk.  Also, if your computer hangs 
and you have to do a hard shutdown 
by pressing the ON button for several 
seconds to turn it off, any open 
programs are also abnormally 
terminated without closing their 
temporary files. 
 
Temporary Internet Files are 
somewhat different.  When you go to 
a website, the computer saves a copy 
of that web page.  Then if you revisit 
that web page, the computer looks to 
see if there is a temporary file of that 
web page and if so, looks at the 
time/date on the page to see if the 
actual page on the website is newer 
than the temporary file.  If not, your 
browser loads the page from the 
temporary file – which is somewhat 
faster than downloading the webpage.  
This was a major timesaver in the 
Neolithic age of computers when a 
dial-up connection could take several 
minutes to download a page, but 
loading the page from a temp file took 
only a second or two.  With high-
speed broadband internet connections, 
there is still an advantage with some 
complex web pages or pages with a lot 
of animation, but it’s much less of a 
difference now.  Since Temporary 
Internet files can also include 
spyware, it’s a good idea to delete 
your Temporary Internet Files every 
so often, such as about every month or 
so.  You can delete temporary internet 

files from the Control Panel (START 
> SETTINGS > CONTROL PANEL> 
INTERNET where there is a button 
specifically for this purpose.  You can 
also In Internet Explorer, you click on 
Tools, Internet Options, and you will 
find a button to delete temporary 
internet files.    
 
 

MORE ABOUT NORTON 
INTERNET SECURITY 2008 

 
In the last issue I explained why I 
have replaced 3 different programs 
(antivirus, antispyware and firewall) 
with NIS3008.  After living with it for 
a month, I’m even more impressed as 
I discovered new features. 
 
When you run the installation CD for 
NIS 2008, there is a second 
unexplained item named “Download 
Add-ons”.  Clicking on this 
downloads an excellent spam filter.  
The filter appears to be as effective as 
the Cloudmark filter I have used for 
several years. 
 
While downloading the add-ons there 
is also a checkbox for including a 
parental filter  for limiting what 
websites children can view.  If you 
have kids, consider using this filter so 
that they don’t accidentally wind up 
on an inappropriate website. 
I don’t exactly know why these add-
ons are extra downloads, although my 
guess is that they didn’t fit on the CD 
and Symantec didn’t want to issue 
NIS2008 on a DVD because there are 
still some computers out there that 
don’t have DVD drives. 
 
 
This newsletter is a service to clients of Coastal 
Computer Care.  Please remember us when you 
need professional computer support or tutoring.  
If you are not currently a client but wish to 
receive this free newsletter, send me a request 
via email and I’ll be happy add you to the 
distribution list 
 
Disclaimer:  Coastal Computer Care presents 
information in this newsletter as a courtesy.  
The recommendations are made in good faith 
and are believed to be reliable and safe. CCC 
cannot, however, foresee every possibility and 
assumes no responsibility for any problems that 
may be encountered as a consequence of the 
recommendations.  Always backup your 
computer and make sure that System Restore is 
set to On. 

 


